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1 New Comment/Complaint Screen 
 

Use this screen to enter a new comment/complaint. The fields that are in bold with a 
green outline are required. 
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Definition of Terms  
 

1. Organization/Company Name – Enter the name of your organization or company. 
2. Country – This field will contain “US” and will be greyed-out.  
3. Zip/Zip+4 – Enter your zip code, then select the  pushbutton. This will 

automatically populate the “City Name” and “State” fields. 
4. Street 1 – Enter the first line of your street address. 
5. Street 2 – Enter the second line of your street address. 
6. City Name – Enter the name of the city. If you selected the  

pushbutton, this field will already display the city name. 
7. State – The abbreviation of your state displays in this view-only field. 
8. Phone – Enter your phone number, including the area code. 
9. Fax – Enter your fax number, including the area code. 

10. Name – Enter your first name, last name, and middle initial (if applicable) of the 
person making the complaint.  

11. Title – Enter your title. 
12. Email – Enter your email. 
13. No. of Members Representing – Enter the number of people who are represented 

by this comment. 
14. Organization Type – Use the drop-down list to select the type of organization 

involved (e.g. “Not-for-Profit”, “Small Business”, or “Small Government”). 
15. Federal Agency Name – Enter the name of the federal agency with which the 

client has a problem. 
16. Agency Contact Person – Enter the name of the agency contact. 
17. Agency Office/Division – Enter the name of the agency office/division with which 

the client has a problem. 
18. Did the federal agency listed above inform you of your right to contact the 

SBA Office of the National Ombudsman? – Select either “Yes” or “No” to 
indicate the answer to this question. 

19. If not, how did you learn about this office? – Enter how you learned about the ONO 
office, if it was not through a. federal agency. 

20. I request that my information be kept confidential. – Select either “Yes” or 
“No” to indicate the confidentiality status. 

21. Signature – Enter the signature.  
22. Date – Enter the date when the complaint is filed. 
23. Type your comments below: Enter the client’s comments describing the nature of 

the problem. 
 
 
 

Click on the  pushbutton to clear all fields of inputted values. 

Click on the  pushbutton to reset all the fields to their original values. 
Click on the  pushbutton to submit the information to the Office of the National 
Ombudsman. 
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1.1 Acknowledgement Screen 
 
Upon clicking on the  pushbutton, the system will return the following message: 
 

 
 
 
 

Click on the  pushbutton to access a PDF file of the form that you have 
just completed. 
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1.1.1 Comment Form PDF  
 
The screen below depicts a PDF form with the information that you entered in the New 
Comment/Complaint screen. 
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All fields on this form are display-only. 
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